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Return from Leave Action Transaction Code:   

 PA40 
  
Purpose Use this procedure to process a Return from Leave for an employee.   

 
Trigger Perform this procedure when an employee is returning from an extended leave of 

absence. 

 

Prerequisites In HRMS, the employee must have been placed on leave using the Leave of 
Absence- Active action or the Leave of Absence- Inactive action. 

 

End User Roles 
 

In order to perform this transaction you must be assigned the following role: 
Personnel Administrator Processor, Personnel Administrator Inquirer, Personnel 
Administrator Supervisor 

 

Menu Path 
 
 
 
 
Transaction Code 

 Human Resources  Personnel Management  Administration  HR Master 
Data  Personnel Actions  

 

 
PA40 
 

Change History Change Description 

6/16/2011 User procedure updated to match current system and added: 

 Roles  

 Steps for Maintaining Monitoring of Tasks  (IT0019) 

11/21/2012 Update the Personnel Actions selection screenshots.  Updated titles of leave within 
the Prerequisites 

 
 
 
Helpful Hints 

 
 
 

 If the employee is on an extended leave of absence, you may have to 
adjust the Unbroken Service date, Anniversary date, and Seniority date in 
the Date Specifications infotype (0041). For information about making 
these adjustments, see the user procedure Date Specifications. 

 For rules about adjusting the dates on the Date Specifications infotypes, 

refer to: 

 WAC 357-31-345 

 WAC 357-46-055 

 Agency bargaining agreements 

 

 

 

http://hr.dop.wa.gov/hrreform/AdoptedRules/357-31.htm
http://hr.dop.wa.gov/hrreform/AdoptedRules/357-46.htm
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The system may display three types of messages at various points in the process. The messages you see may 

differ from those shown on screen shots in this procedure. The types of messages and responses are shown 

below: 

Message Type Description 

Error 

 

Example:  Make an entry in all required fields. 

Action: Fix the problem(s) and then click  (Enter) to proceed. 

Warning 

 

Example:  Record valid from xx/xx/xxxx to 12/31/9999 delimited at end. 

Action: If an action is required, perform the action. Otherwise, click  

 (Enter) to proceed. 

Confirmation 

 or  

Example:   Save your entries. 

Action: Perform the required action to proceed. 
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Procedure 

Scenario: 

An employee is returning from their leave of absence - Active.  Follow this procedure to return to the 

employee from the leave of absence. 

1.  Start the transaction using the above menu path or transaction code PA40 
 

 
2.  

Complete the following fields: 

Field Name R/O/C Description 

Personnel no. R This is a unique identifying number assigned by 
HRMS for identification purposes.  This number 
will follow the employee throughout his/her 
employment with the State of Washington.  This 
will replace the use of identifying employees by 
social security number. 

Example: 40000461 
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From R The effective date of the action. 

Example: 6/16/2011 

  

1. Click  (Enter) to validate the information. 

2.      Click the gray box to the left of . 

 

 

3. Click  (Execute). 
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4. Click    (Enter) to validate the information. 
 

5. Click   (Save) to save the entry. 
 

 
 
 

3. In the   section,  complete the following fields: 
 

R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/
C 

Description 

Reason for 
Action 

R 
It stores the reason that an action has been 
performed 
 
Example:   16- FMLA 
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6. Verify the information, If necessary, make any changes that are needed on the Organizational 
Assignment (0001). 
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7. Click   (Enter) to validate the information. 
 

8. Click    (Save) to save the entries. 
 

9. Make adjustments to dates as needed.  
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10. Click   (Enter) to validate the information. 
 

11. Click    (Save) to save entries. 
 

12. You will be taken back to the Personnel Actions Screen.   
 

If you created a Monitoring of Tasks (IT 0019) for your employee when placing them on leave of 

absence, you will need to end the task that was created. 

13. Enter /NPA30 in the command field to enter the Maintain HR Master Data screen. 
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14. Click     (Enter)  

 

15. Click the   tab to select. 

16. Click the boxes to the left of  to select. 

17. Under   Select   
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18. Click   (Overview) for an overview of all actions associated with the Monitoring of Tasks (0019) 

infotype. 

 

 

 

 

19. Click   to select. 
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20. Click    (Change) to change and continue.  

 

21. Review and complete the following fields: 

R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 

Task Type O A task type is a relevant task that an HRMS user would be 
expected to perform. 
 

Click (Dropdown) to view the selection list. 
Example: 05 End of Leave 

Date of Task O This is the date the task is completed. 

Processing 
Indicator 

O 
This is used to signify if a task entered in the Monitoring of Tasks 
infotype is new, in process, or completed. 

Example:  2  Task Completed 
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22. Click   (Enter) to validate the information 
 

23. Click  (Save) to save 
 

 

Results 

You have returned your employee from a Leave of Absence and updated the Monitoring of Tasks to task 

complete. 

 


